Uploading Documents in Esuite

1) Access esuite


mailto:support@shreveportla.gov

2) Access Upload Documents in MY HR menu
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<« & @& cos-fintest.shreveportla.gov/Websites.HR.Portal
25 Apps e Government Permit.. s Government Permit... ).“ Myl

City of Shreveport HR Porta
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{ Click Upload Documents to
proceed

Keep Track of your Health @ https:/ /www.bluewellnessla.com

Upload Documents Main Screen

3) Click Upload button to add documents

A Home » Uploaded Documents

Uploaded Documents

TEST - Uploaded Documents Section

Date Comment

6/16/2020 transcript

6/16/2020 Address change form
6/16/2020 jfalsdf;aksdifasd
8/5/2020

8/5/2020 TEst Photo ID

ﬂ UPLOAD button




4) Select documents to Upload
Note: You should have already entered and submitted
your request for change, saved your electronic documents
(scans, screen shots, etc) to a folder on your computer

Upload Documents

Comment
|

State Photo ID ﬁ Enter file description in
comments

Documents (0)

Enter file description in
+ Select Files To Upload comments ste Selected Files

SUBMIT CHANGES

+ Select Files To Upload
Click Select Files button to start Upload Process




a) Click Select files To Upload Button
Windows file explorer or 10S documents window will open
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b) Choose File to upload and click Open button
Please name your files appropriately for those that will review and process your request.

Note: File size limit is 2048KB, if your file is 2 large re-size the document and try again

T

Open Button

Repeat Step 4) for each required document for your change
request



When complete with uploading all required documents Click Submit Changes

Documents Review

Comments will
<: help keep track of
documents that
you have uploaded

Required Documents by Request Type





